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2 Ypverher 1O%4

Ta: Chief, Manssement Staft

QUBIECT:  Survey of Sigoml Center Ceble Hefwrense Service

L. PROBLENE:

a. Datermine wvhether cables sre vita! saterislis, and, 1f necep-
sary, establish procedure o provide Tor vital msteriale
protection of current cebie treffic. (Present seagures pro-
vide protection for cables over six months ©id).

. Determine ihe reforence snd oopy retention requirements Tor
coples of cables maintained by this office and provide Tor
proper maintengnce and disposition of all coples.

. Sisplify, izprove or eliwirste cable microfiiming operations
1n gecordance with needr estebliste? under items {a) and ()
shove.

4. Recommend axy iwproveme: ds ln procedores, Torns and equip-
ment which becowe evidert in the course of the survey.

2. ASBUMPILIORE:

2. Yt is sspomed that a mmericsl file of cables ls necessery
to serve the long terw osble re{erence regulresents of the
Ageney.,

B. It is alec sesumed tiat the responsibility for providing suoh
gervice is & proper fun tion of the Office of Comsunleations.

These asuEDLione eve Bade because 1t woplid be necesesry o
caryy this survey to otier offices to deterwine otherwise.

3. TACTS BEARING (B TBE PROBLEM:

a2. The Bigoal Center is maintaining, on a permsnent basis, a
nupericsl reference File of mil incoming, ouiyroirng and lateral
~phles. These include cebles whioh origineted under COI, OBE,
B8 and CIG s wel) ae T4,

b. The average pugher of reguestes for cables reference per month
im approximately 145. iach regquest ~alls Tur refersnce to an
averaze of 3 cables. (Jre attached Appendix A).

c. Upwards of 50% of sll reference reguests are sade by &I,
Approximately €% are mede by S8D. The remainder, except for
ebout 14, are made by other ID/P offices. (Bee att
Agperdixz A).
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Bod of all cables reguesied sre dated prior to 193i. STE
of all cables requested fali withinm the years Y080, 190
and 1950. The entages [or those yearTs are respectively
204, 20% snd azg . (See uttached Appendix A}.

In 1951 RI began wainteirinz on & persanent basis, coples of
2ll eabies 1o and from DI/P of "lces, except for a few beer-
tny sensitive indicators.

According to RI personoe’, -precticelly ail reguests of DI/F
offises for cobles dated subseguant to 1550 are made to BY.
Only when the cable is ot awailahle in RI i the request
referved to the Bignal Oenter. ZHon-availsblllity, i wost
1nstances, is due to the ceble belng rharged out to another
reguestor.

The Siiznal Center ceble “iie is not used for servielng refer-
ence requeste before the cables are © months old. Reference
during the first { month: ie msde to olher copies, 1.e.,
aetion or information codiesg or those saintalined in & chrond-
wegiesl file by RI.

411 cables dated through July 1553 tave been wierofiined.
After being Tilmed, thoee dated through 1952 were Jdestroyed.
Those dated Trom 1 .Jmnuery 1953 through July 1953 sre avait-
ing destrucilion.

e yeels of all microfilwed cables have been deposl tald
Por vital document proteciion. 5o cabies dated later
Then Talr 1953 have beer afforded viiel Aocument protectlon.

Authority Tor the desiruveion of gierollned —ables was
granted by the Bational Arehives with the provision thet the
pierofiln weet winimum standards a8 preseribed by the
Tatiors) Archives and tle Bursau of Stendarde for permerent
record retestion.

The zreat inresse in oeble traffie in recent years has im-
poeed ton large a load on the existing system Tor nuwbering
in and out cables, resu %ing in an unfevorstle effect on
reference ¢l Ticieney.

DIECUBSION ¢

1t is evident from the ‘scis presernted abowe that there 1s
continued refevence to csbles regardiess of thetir epe. Hos'
veference 1o older -ahles is Tor the purpose af ohitalning
dmta on perscoalities. Case officers and S8D persconel ave
continually dgeing up o1 data on pereons o whoe they
tave & current inierest. Since the collectlon of inforsation
on certain individvals and the storing of such inforeetion
for possible Tutire use iz & psignificant aspact of the sub-
stantive Punction of the Agenoy, there is no Aoyt that the
cghles ip vhich this irnformation ise gtored are vital doon-
ments .
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Many other cables containing velushle project dats wouid siso
be considerad vitai if, ia an emergency. lim record copy
which is normaily sainbtatsed by the action office were de-
stroved. As Tsr ag the saslys: ves able to deteruinpe, sost
cables contain elther project or persomality dets, both of
which misht be peeded in an ewmergency. Therelore, vital
document protection should be afforded to a cowmplete aet of
{ncowing snd outgoing cables. Perbaps & swall peroentage
of cadles would pmot regulre vital document protection, but
the cost of sesregmting them wonid smount to wore than the
seall extrs cost of asintainimy all.

Obviously, vital document protection should be provided as
prowptly upon receipt or dispaich of cablea as pracileable.
Under the present procedurs of Jepoalting wiorofiime of
eables for vital Socument protection, ewrrent cable traffic
is pot protecied because 1t i not practical to merofile
jess then a & mentha' accusulation of cables. 7o Tila

less than & € monthe' sccumuistion would necessitate the
preparation of a volumlrrus index which would nullify moet
of the benefits nsually expected frow wicrofilming. There.
fore, if current cable ireffic is to de aceorded vital mate-
rial protection, such protection wust be scoomplished through
the use of herd eopy. Aa extra ditto copy eould be run of't
gt the time of initial distribution for this purpose.

Insofar as the cable refoerence service provided by the Signei
Center iz concerned, some of the feets obtained indicete that
practically @11 referenca to cebles dating after 1950 might
provebly be served by tho file meintained by RI. Ir such en
event, refevence to older cables would stiil have to be
sorved by the Signal Center file as they are woi available in
R1. Alihough the evidence seems to point to a peed for change
in the present ceble reference service for THasOLE of econoey
1% would bde impossible to meke specific recoumeniatlons withe
aut Pirst obtaining more detsils as to how the RI Ille i
maintained ard {ndexed, an1 whst the reference regquirements
of users are.

An exgminstion of the cabie gicrofllining operation revesed
thet some of the Pllms being produced barely meet the minimm
aceaptable standards prescrided by the Hatlonal Archtves fTor
pormanent record reteuntion. This deliclency is attributabie
it a defective cemers and also Irdirectly to faulily process-
ing. ¢ is in no way the fax!t of the Signal Center camera
persovne’ who sre perforzing their filming and filn meference
runstione with coupetence asd skill. “hey were guick to©
point out to the anslyp< the lefective images which they had
been petting lately, expleining that they thought 1t wes
caused by poor processiig. It wme guite matural for thew to
think that poor processinz wes the ceuse since » lot of
processing d1ffieulty hed been experienced in ihe past. The
anglynt recognized that most of the defecis were eavped by &
wmtige cagera and tool necessary action to have the camers
repaired.
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The camera now in use produvces duplileste rolls of Tl
siwul tenecusiy; one roll wing for reference use #i tbe
Signel Center and ithe othox roll for vitai document de-
posii. This cewers, which las & reduction ratlio of 7
to 1, produces a microfils imege epproxizately 25%
larger than is usumlly made of simller recordm, The
lsrger iesge is desired tacsuse snyihing smaller would
be havd to resd on the pressnt reafler. Nowever, 1f the
17 to 1 cemers were repieced by & 2% o ) camera and the
present reader ware repissed by & veader of higher marni-
fication, the same results cou id be obtained with a
savings of slmoat 25%¢ {n film consumption. There would
he other sdvantages too, in that the 24 o ¢ camera is
avallable 1in a later modcl whieh wenid be lees susceptinle
+o breskiowns asd & new reader would have betrer $iluwmi-
nation than the present midel.

The present camsra was procured on a rental btesis, A wew
cemers could also be renied st the saze rate. A new
reader, however, would have te be purchased st 8 cost of
$675. 1In view of the larpe amount o? reference made 0O
afcrottinmed cables, it is felt that this cost could
quickly be recovered throvgn time ssved in loosting and
abetracting cables. The woney saved on Tilm and Tilm
processing would, of eouTrs, be B added incentive Tor
procuring & new reader.

In and out pumbers are pasigned respeciively to all
cabies received and transaitted by the Sigral Center o
faelliitate iogging and reference gantrol. In-cables are
assiyned consecutive pumbers froms 1 %0 49,99% while out-
sahlee are assigned rumbersz from 8,000 to 99,7995, Wheu
p block of mmbers has been extausted, the sase block

ia started over for succeeding cables. During the past
year @ bloek of numbers Las boen lasting Yor s iittle
tess than € mopths.

Thig pambering system wer designed several yesrs A0
when cable traffie wae ruch iighter than i1t is today.
Fow, the use of the semc twd blocks of numbers over sad
over again vith oo symbol to dszote dntes creetes & de-
gree of confusion when a ecable 1s esked for by in or out
sumber and the date ig oot known. Because any given in
or out masher may have beer ssgighed 0 as many as s
dogen seperate cabies over the past 5 vears, it is some-
times necesgary to chect seversl cables in grder to find
the right one. This coafusion ecould easily be elimirated
hy providing larger ble¥s of pumhers to cover a whole
sear's traffic and by prefixing the serial uumber with

a sysbol to denote the year. For expmple, the Tirst {o-
cable Tor 1855 weuld be 1dgntified as I5-1. I the

total mumber of cebles recelved in 1905 was 195,1k3, then
the last one would be identificd as I5-1091 b3, Asswsing
that & block of mmbers “rom 200,000 to 500,000 were 1o
be designated Tor out-csble numbering, the Firet oubl~
cadle ror 1455 would be Q5-20000, Bucceedin; cables
would be nusbered 05-200001, 05-200002, ete.
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ACTION RECOMMERDED:

With respect to providine vital doecument rrotection for
curreni cable trma’fic. the following recommendmtions are
made

{1} At the time of 1-1t1al cable Mstribution, run off
an extra <opy of each incoming eand owtpning eable
for vital documert sterase.

{2} ¥mke daily depositec at[ __ Jof the previoas ay's
traffie.,

(3) Arrange each day's depasit in mmericn’ sequence hy
in or out mwwber and provide a copr of all pertinent
log sheets to seccompany ench deposit to faciliiste
referense .,

(3} Obmerve as & winiwum the sesurity precoutions gs
ovutlined in Apperdix B for the protection of cables
while 1n traneit from Heedeuarters to the Reposl-
tory.

(3) comtivue the deposit of wmicrofilm copy evary 6 4o
montha. When the “lin is deposited, Aestroy the
hard copv.

(£} Set 1 Jammry 1955 as the target date for implement-
ing these recommeadations. O or shortly after that
date, a dad!y rur 1n being established hetween Heed-
quarters and the sow Records Center, A panel truck
with a driver and an armed ocourier wiil be used on
the run. By usiyg this service, there would be no
need to incresae the O7™lce of Comsunications' T/D
siren:th by two {or this purpoes.

It seens apparent thal appreciable savings of labor end
equipment could be resliised by consolidating the long
term cable referanee services provided by the Bignal Cene
ter snd RYI and perhape other offices. Therefore, 11 ia
recomnenied that & wore cowprehensive survey be made ot
the Agency's refevence and sopy retention requiremente
for cablel to deterwire whether consolidatior wou'd be

ctisl . Buch survey, if appnm > would be ocondunted
v the Raccrds Fanagewent Diviafon of the Menagement
B8aff and would cover Ri. DD/P Area Divisions, 58D and
other selected ofices us weil es ndditiomn) atudy in
the Biemsl. Center.

It is recommended that 3 new slcTofilm resder and & new
camere be procured to replece the present reader snd
capera. This would result in bebier gquality fils and
fagter reference service. 4 Fodel 920P Disbold Reeder

and & 24X Commercial Model Hecordsk Camere would best

suit the needs of the 3Lme) Center wicrofilming operation.
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1.

It is recommended tha' 'he present eystew of serially
nupbering in 8nd out ~ebles be podified to the extent
that each cable, regardiesz of date of origin, would
bear a distinctive fdentifying nusber. It is sugges‘ed
that the systes descrided In the last parsaraph of
item b above de given consideration simce it would not
require extensive charges 1in the present rumberinc
machines. In regard o mmbering machines, it 1z
further suggested tha' s new elecirie nustering mschine,
mamfactured by Roberis ani Alstriduted by the

Charies G. Btott Compeny, be investismted as & possidle
replascenent for the msenual gachices now 4in see.

Thief, Rocords Mamazement DMvision

APPERDICES:

Appendix A - Cable Hefevence _.oads
Appendix 3 -~ Becurity Regulrvements
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